
The Division of Prevention and 
Behavioral Health Services  

(DPBHS) Incident Report Training 



Policy 

• Both the Department (DSCYF) and the Division (DPBHS) 
require the complete and timely report of events involving; 
client injury to themselves, events in which a client has injured 
another individual, or situations/events that have the potential 
to negatively impact our clients. 

 
• The DPBHS Incident Reporting Policy (PI002) states that the 

purpose of the policy is to, “establish reporting requirements, 
identification of accountability for timely and accurate 
reporting and investigation of incidents, clear reporting 
accountability and lines of communication.”  



Training Outline 

• Review of the Incident Reporting Process 
• Arrangement of incidents on the form and how that 

corresponds with when to contact CSC. 
• Abuse Hotline Reporting 
• Common reportable events 
• What information is important to include when 

writing an incident report? 
• 3rd Party Reports 
• Review of Written Notification Procedures  
• Review the form 
• Common Mistakes on incident reports 

 
 



The Incident Report Process 
Incident 

Occurs 

Provider notifies Clinical 

Service Team (within 

either 4 or 24 hours) 

Clinical Service Team 

sends an  

E-notification to the QI 

unit 

Provider faxes the written 

report to the QI unit 

within 72 hours 

QI unit reviews the report If an error is found 

the QI unit 

requests a  

corrected report 

from the provider Once the report is 

complete the 

information is entered 

into FACTS, the report 

is doc stored, and 

emailed to the Team 

Leader 



 
There are 7 reportable events that 
must be reported by voice to voice 

contact to the Clinical Services team 
within 4 hours of the event occurring. 

  
Who can name one of these events? 



Events that must be reported within 
4 hours to the Clinical Services Team 
1. Alleged abuse by staff members 
2. Alleged sexual contact, assault or rape of or by a 

Delaware child 
3. Child/youth death or death of a program staff 

member while on duty 
4. Escape, AWOL or runaway 
5. Hospital admissions including psychiatric 
6. Disturbance that has the potential for harming a 

child or causing major program disruption 
7. Abduction of youth 

 



What if I can’t contact the CSMT 
within 4 hours? 

• If the one of these 7 events occurs after hours, 
on a weekend, or holiday call the DPBHS 
Crisis line to report the event.  

    1-800-969-4357 

• Also send an email or leave a voicemail for the 
client’s CSMT. 



Who can name an event that 
must be reported to the DE 

Abuse Hotline? 



Incidents that must be reported to the 
DE abuse hotline 

• Allegations of abuse/neglect by any 
party 

• Anything sexually inappropriate 
between clients 

• Medication errors involving life 
threatening medications or with the 
potential to cause harm 

• Restraints with injury that raise  
concern 

• Supervision issues 
• Abuse Hotline : 1-800-292-9582 
 

 



What are some examples 
of other reportable 

events? 



Information to be Included in the Written 
Report if Restraint 

• Length of restraint 

• Reasons for restraint 

• Number of persons involved in restraint 

• Any injury resulting from restraint 

• Type of restraint 

– Standing 

– Sitting 

– Prone 



Information to be Included in the Written Report if 
Hospital Admission/ER visit 

• Reason 

• Length of stay 

• Location 

• Treatment used 

• Aftercare if applicable 

• Transportation to hospital 



Information to be Included in the Written Report if 
Police Involvement 

• Reason 

• Time and date of call 

• Who responded 

• Outcome  

–Arrest 

–Aid in de-escalation 
 



Information to be Included in the Written Report if 
Medication error/lapse 

• Medication involved 

• If the medication was a life threatening or a behavior 
medication (Hotline must be notified if the error 
involved a life threatening medication or has the 
potential to cause harm ) 

• Brief explanation 

• Staff member responsible 

• Resolution of error/lapse  



Information to be Included in the Written 
Report if AWOL/Escape/Runaway 

• What was done to prevent the event 

• Who was called (parents, police, PO, etc) 

• Length of the AWOL (if known) 

• Did the client return to the facility, and if so 
how 

• What will be done to  

    prevent future AWOLs 

 



3rd Party Reports 

• Incidents that occurred away from the 
provider/facility 

– Police called on a client while at school 

– Client running away from home 

• These events should be reported to the 
Clinical Service Team but do not have to be 
reported to the QI department 



3rd Party Report Exceptions 
While these reports could technically be 3rd party they 

should still be reported to the PBHS QI unit  
 

– Alleged abuse by person outside the agency 

– Child/youth death 

– Child/youth abduction 

– Suicide attempts (leading to a hospitalization) 

– 24 hour facilities must submit a written report to 
the QI department for any reportable event, even if 
that event occurs while the client is on pass 

 

 



Written Notification Procedures: 

• Operating guidelines stipulate the 
incident report must be typed.  
 



• The most common events that 
occur, require a voice mail 
message that must be reported 
within 24 hours. 

• When is the written report due? 
 



Written Notification Procedures: 
 

• ALL Incident Reports are 
due within 72 hours  

• Be sure that the form is 
clear, complete and 
includes all notifications 
prior to submission.   

• Fax to DPBHS (302) 661-
7270.      



The incident report form is used by 
all three divisions within DCSYF.  

 
Now let’s take a closer look at the 

form. 



Common Mistakes  

• Illegible 

• Missing information 

– Notification dates and times 

– Length, time and type of restraints 

– Signatures 

• Sending multiple reports in one fax 

• No hotline notification 

• No CSC notification 

• Each report must be specific to one client, reports can not 
contain names of multiple clients 



What’s wrong with this report? 



What’s wrong with this report? 



What’s wrong with this report? 



What’s wrong with this report? 



What’s wrong with this report? 



What’s wrong with this report? 



 
 
 
 
 
 

Any questions? 
For questions or concerns contact the 

Quality Improvement Unit at  
302-633-2738 

   


